Scheduling STARS Reports

When running a large reports or lots of reports we ask that you schedule them to run between
11 P.M. and 5 A.M. To schedule the Request Standard or Other reports use the steps below.
1. Click Schedule on the Submit Request screen.
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2. Ensure that the “Once” radio button is selected on the Schedule screen.
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3. Click inside the Run At field to get the ellipsis (...) button which brings up the calendar.
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Select the date and time you desire. Ensure that the proper “AM or PM” radio button is
selected.

Click OK twice to return to the Request screen.

Click Submit.

To schedule Request Financial Reports

1. After submitting a report and when it is in any other phase but Running you can

schedule it.
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2. Click on the View Details button and click the Schedule button and follow steps 2
through 5 above.



